International Fuel Tax Agreement
Montana IFTA Tax Return
E-File Quick Start

for

State of Montana Carriers



OVERVIEW

WHATIS “IFTA E-FILE QUICK START”’?

The IFTA E-Filer Quick Start is an abbreviated user guide for creating, filing, and printing
quarterly IFTA tax returns. It is intended for experienced IFTA filers who prefer to file
electronically (e-file) each quarter. It does not contain instructional material related to the
content of the tax return or Montana Department of Transportation filing requirements.
This can be found at:

http://www.mdt.mt.gov/publications/manuals/iftatraining files/frame.htm

To be able to e-file, you must have already contacted the Montana Department of
Transportation to apply and must already have your User ID and password. If you have not
applied or are unsure of your User ID, please contact the department at 406-444-7664.

THE INTERFACE

The new internet filer information you received will provide you with computer system and
browser requirements plus your User ID and password. You will work through your internet
browser to file your return.

The system you will use to enter your tax return is the VISTA system, or Vehicle
Information System for Tax Administration. You will enter the VISTA system via an MVS
Express interface, and from there will logon to the VISTA Tax System (TS). Once within
VISTA /TS, you will use a variety of screens to enter your tax return. This document has
been developed to help you navigate through these screens so that you can successfully
complete your return.

How 10 USE THIS DOCUMENT

There are three sections to this user guide. For best results you should perform them in
order.

1~ PREPARE your tax return
2" REVIEW your tax return
3" . PRINT your tax return
Screen names, buttons and other interface items are in a slightly different font for ease of

reading. For example, USER ID.

Throughout the document you will find HINTs, NOTEs, or examples with a gray background
as well as screen prints to help you as you enter your data.
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PREPARE YOUR TAX RETURN

ENTER THE MVS EXPRESS SITE

To access the MVS Express site, enter the following address (URL) in your internet browser
Address line.

http://states.mvsecarrier.com

|

// MVS jxpress- i

e —

Please wast_..
MVS Exprass is loading.

The MVS Express splash screen may display for several minutes as the system downloads.

Please be patient!!
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LOGON TO THE SYSTEM

Once you have entered the MVS Express system, you will need to logon before you can
begin steps to create your tax return.

Your User ID and password were provided to you in your new internet filer information.

The format for your User ID will be MT followed by your 5-digit license number, as
MT12345.

Your password format will be as stated in the new internet filer information.

M 4CS MVS EXPRESS SYSTEM

Enter/Confirm your new password, if required.

NEW PASSWORD i
CONFIRM PASSWORD l

P — r >
12 stant Inbox - Microsoft Out... 75 6 Internst Explorer - | B3 Microsoft Excel - 065... | O Documentt - Microsof... | DY CARRIER_CHEAT_SH... '(w 2:15 PM

1) Enter your USER ID and PASSWORD.
2) Click Logon.

If you have problems logging in, please contact the Montana Department of Transportation at
406-444-7689.
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NAVIGATE TO THE TAX SYSTEM

The Common Account Main Menu, below, is the next screen you will see. From this screen
you will navigate to the entry point for the VISTA Tax System (TS).

COMMON ACCOUNT SYSTEM FEX

AUGUST 23, 20( MONTANA - TEST COMMON ACCOUNT {  Main Menu }

DISCOVERER:

FAYMENTS:

start [E] tnbox - & 5 Int or Microsoft Excel - D&G... 0 Document! - Microsof... WY CARRIER_CHEAT_SH... % B z:ierm

1) Click on the VISTA / TS button.
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NAVIGATE TO THE TAX RETURN MENU

This screen is the entry point for the Tax System.

To begin your tax return, you will click on the Post Return menu option.

I CARRIER - [M A IN M ENU]
Application  File Edit  View Help

|| 3| BB 2 B2 (@[] B B _ e

Main Menu

(Post Return )

Ho Op Return

MONTANA OA REGION

TarInguiy e Welcome to the Vehicle Information System for Tax Apportionment
Credential Inq ¥

order Cred s % Please choose one of the options to the left hand side of the screen

Quit

1) Click on the Post Return menu option.
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SELECT REPORTING PERIOD AND RETURN TYPE

On this screen you choose the tax reporting period and type of return. This information will
be carried to the next screen.

I CARRIER - [TROO, - Tax Return Menu]
Application  File Edit Commands Wiew Help

B 4[m(8~ 5 6

Main Menu

Post a return for Debbie's Test Account

Post Return
If you make a mistake entering an original tax return, have guestions or problems
Ho Op Return

completing a return, please tact a state repri

Tax Inquiry

3re Quarter 2005 -

Credential Ing |} Reporting Period:

Order Cred Return Type Code:

Quit

Warning: Applet Window

1) Click on the Reporting Period down arrow and choose the reporting
period.

2) Click on Return Type Code down arrow and choose either Original or
Amended.

3) Click on the Enter button at the top of the screen.
HINT: An original return is the first time you enter data for this
reporting period.

You choose the amended return to change a return period that
has already been completed and previously filed .
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ENTER TAX RETURN SUMMARY DATA

You will get the Detail Fuel Use Tax Return screen shown below after clicking enter on
the previous screen.

I CARRIER - [TROA - Detail Fuel Use Tax Return]
Application  File Edit Commands Wiew Help

B| » =@~ 3 B

" | “Page Right |

(i

Main Menu e R Y Account Name: Dehbie's Test Account
Post Return - 1 Reporting Period: 3rd QTR 2005 =] Type: Original

Details Done? [~

Ho Op Return

bl Summany Detail

s

Enter “Fuel Type", “Total Miles Driven”, “Total Gallons Used”, and "Taxpayer Miles Per Gallon (TMPG)".

Credential Ing

Order Cred

Tax Summary Instructions:

Quit

Click on the "Detail” tab to enter miles and gallons by State.

FT: DI MI: 1000 GA: 250 THPG: 4 MPG: RMPG:
FT: MnI: Gh: TMPG: MPG: EMPG:

| S nI: [ TMPG: MPG: BMPG:

1 ‘{
FT=Fuel Type MI=Miles GA=Gallons TMPG=Taxpayer Miles Per Gallon

MPG=Miles Per Gallon RMPG=Revised Miles Per Gallon

Warning: Applet Window

1) Verify that you are on the Summary tab. If not, click on the Summary tab.

2) Enter the summary data for your tax return in the highlighted fields, the same
as you would on your paper tax return.

Make sure that each fuel type is listed on a separate line.

For this example, the required fields are highlighted and sample data has
been entered.
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ENTER TAX RETURN DETAIL DATA

After you have entered all summary data, you will click on the detail tab and enter the detail
data.

You can switch between the summary and detail tabs by clicking on either of the tabs.

M CARRIER - [TRO1 - Detail Fuel Use Tax Return] W EER
Application  File Edit Commands Wiew Help

B B klealn 5 8

k]

#'. _\ 'ﬂ'pd:a'te __I:: Ii'age nght é‘:w 'Sl'Jmmary

Main Menu S i R Account Name: Dehbie's Test Account
Post Return - 1 Reporting Period: 3rd QTR 2005 =] Type: Original

Details Done? [~

Ho Op Return

Tax i il > = - Pl Y

et Summary I Detail
Credential Ing |} T ? =
Enter "Fuel Type", "Total Miles", "Taxahle Miles", and "Paid Gallons" for eacl tate”™,

prdercred Click on "Details Done™ and then the UPDATE hutton at top to complete the retur

Quit

L

State | FT_| Rate | Total Miles | Tax Miles |Paid Gallon| Net Gallon | Tax D\eiT) | Tax Due(S)
&00 &00 [u]
£00 £00 u}

—

B g
[
oo
H oA

> [¢]

=1 TR T

I080-FILE A NEW RETURM
Warning: Applet Window

1) Click on the Detail tab.

2) Enter the detail data for each state the same as you would on your paper tax
return. You will enter data for each state on a separate line.

For this example, the required fields are highlighted and sample data has
been entered for two states.

NOTE:

If you do not enter the Tax Due (T) column, which is what you would have
computed prior to entering the tax return, you will receive a message on the
red message bar indicating the tax due you entered does not match the
system calculation. This message does not prevent completion of your tax
return, and is for your information only.
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TRIGGER DATA UPDATE

Until you “trigger” the data update, the system has not stored your tax return and your return
is not considered filed at this point.

I CARRIER - [TROA - Detail Fuel Use Tax Return]
Application  File Edit Commands Wiew Help

B| » =@~ 3 B

Main Menu e e S Account Name: Dehbie's Test Account
Post Return 2 -1 Reporting Period: 3rd 9TR 2005 =] Type: Original

Ho Op Return

Tax i i Tk g y o £Y - P £ 2 AN = - e < £
et Lk Summary I Detail

Credential Ing T ? =
Enter "Fuel Type", "Total Miles", "Taxahl iles", and "Paid Gallons" for each "State™,

Order Cred
ks Click on "Details Done™ and then the UPDA utton at top to complete the return.

Quit

State | FT_| Rate | Total Miles | Tax Miles/ Paid Gallon| Net Gallon | Tax Due(T) | Tax Due(S)
&00 &00
£00 £0O0 o

oo
HoA

-

|080-FILE A LIRM
Warning: Applet Window

After you have entered data for all states in which there was travel:
1) Click on the Details Done check box.

2) Click on the Update button at the top of the screen
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COMPLETE TAX RETURN

After you have updated your tax return, you will be automatically navigated to the Tax
Return Summary screen shown below.

B CARRIER - [TRO3 - Tax Return Summary]
Application  File Edit Commands Wiew Help

B| » =@~ 3 B

" Back | 1 > Detail
|- v . V|- V-

|

Account Name: Debbis's Test Account
Main Menu

Post Return Reporting Period: 3rd GTR 2005 Return Type: Original
PP — Credit Availal%a: $0.00 Last Payment: $0.00

Tax Inquiry : Postmark/Pay Date: W
Credential Ing |3 Payment Amount:[ Payment Method:[— =]
Order Cred Approval Code:[—_ =] Reference Number:[
Quit
P Unit Receive Date:m No Oper: [~ Return Done{Y/Nj: |d _~
Taxpayer Credit Used: [0 Cpy: |x
. Taxpayer Net Due:[T00 Update Date: ngs21/07

Total Tax:[F0 0 Total Paid: 0.00
Balance Due: F5.94
System Cred Used: 0.00
Penalty Amount: [T00
Interest Amount: [000 Credit Created: [000

System Net Due: 65.94

I011-EMNTER DATA, PF10
Warning: Applet Window

To finish your tax return, you must complete these two steps:
1) Click on the down arrow at the Return Done (Y/N) field and select Y.
2) Click on the Update button at the top of the screen.

This completes your tax return and takes you to the Tax Return Summary Journal
screen.

Your return is considered filed at this time.
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REVIEW YOUR TAX RETURN

TAX RETURN SUMMARY JOURNAL

This screen shows all of your tax return activity. The most recent will be at the top of the

list.

To view more detail information for the return period, you will double-click on the line.

I CARRIER - [TR11 - Tax Return Summary Journal]

Application  File Edit Commands Wiew Help

Enter

| B & (@@n 7 8

| " Page Back

2

" Scroll Left

21

| Serol Right |

y| .*Page Forward

Main Menu

Post Return

Account Name: Debbie's Test Account

Ho Op Return Last Return: 07/01 Return Balance: 938.58
. Tax Balance: ETO.62 (+) Pen Accrued: 0.00

Tax Inquiry
Pen Balance: 202.00 (+) Int Accrued: 8.18
Credential Inq Int Balance: 56.96 Balance Due: 946.78
order Cred Bad Check Balance: b\ 0.00 (4 Tax Credit: 0.00
Return Balance: 938.59 Total Net Due: 946.78

Quit
Tax Return Balance Detail ==> 938.59 0.00 Screen:  1of: 5
Per Sq T S Orig Prin Orig Pnlty Orig Int Cred Avail Cred Used +

Double-click to select the tax return you want to view.

SUCCESSFUL, PF8 FOR MORE 1007-TABLE EMTRY SU SFULLY INQUIRED

Double-click to view the Summary of your tax return.

D

NOTE: You cannot correct errors on this screen or any screen in the

review section.

If you need to correct your return, return to page 6 to post an
amended return. For an amended return, on page 7 the return type
will be A.
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VIEW TAX RETURN SUMMARY

This screen gives you summary information, including the balance due and the date you

posted the tax return.

For more detailed information, you will click on the Detail button.

B CARRIER - [TR10 - Tax Return Summary]
Application  File Edit Commands Wiew Help

B| 3 |m(@n 7 B8]

JRSETTSIE TERPES TN

Detail Journal
| - s et | . > |

Main Menu
Post Return
Ho Op Return

Tax Inquiry Post Mark Date: ng/21/07

Credential Inq
Order Cred
Quit Unit Receive Date: 08/21/07

1 Credit Used Taxpayer:
Net Due Taxpayer:

Total Tax:

Prior Tax:

Credit Used System:
Penalty:

Interest:

Bad Check Fee:

Account Name: Debhie's Test Account

Reporting Period: 3rd oTR 2005 Return Type: O Qrigi
Seq No:[ 2

Post’‘Record Date  Method HRwsFl  Payment Amount

No Oper: N
Cert Copy: ¥
Refund Ind: N

Total Paid:

Balance Due:
Adjustment Amount:
Refund Amount:
Credit Created:
Refund Adjustment:

Reference Number

Credit Available: 0.00

Transaction #: (0000000000002

Trans NHumber

User Id: YQAOD303
Return Done: A
pdate Date: 08i21/07

Net Due System:

‘Warning: Applet Window

1) Click on the Detail button at the top of the screen.

You will navigate to the screen where you can see the summary and detail lines you posted
for each state.
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VIEW SUMMARY DATA

On this screen you have two tabs, one for Summary and one for Detail.

You can switch between the two at any time.

Main Menu e i an i Account Name: Depbie's Test Account

Post Return A - | Reporting Period: 3rd QTR 2005 Q Type: Original

Ho Op Return | Details Done? [T

Tax Inquiry a Délal\ A
Credential Ing

Order Cred Tax Summary Instructions:

Rt Enter “Fuel Type", "Total Miles Driven”, "Total Gallons Used“,{)@nd ‘Taxpayer Miles Per Gallon (TMPG)".

Click on the "Detail” tab to enter miles and gallons by State.

{4
FT=Fuel Type MI=Miles GA=Gallons TMPG=Taxpayer Miles Per Gallon

MPG=Miles Per Gallon RMPG=Revised Miles Per Gallon

‘Warning: Applet Window

The example above shows the summary information under the Summary tab.

To see the detail information, click on the Detail tab.
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VIEW DETAIL DATA

The Detail tab provides the detail posted for each state you traveled in.

Application  File Edit Commands Wiew Help

1 B s meln 7 8

Main Menu % Account Name: Debhie’s Test Account
[P — ¥ Reporting Period: 3rd QTR 2005 Q Type: Original

Ho Op Return Details Done? [T

ax Inquiny Summary Detail
Credential Ing = = 5
Enter "Fuel Type", “Total Miles", "Taxable Miles”, and "Paid Gallons" for each "State”.

wrdenCed Click on "Details Done™ and then the UPDATE button at top to complete the return.

Quit

FT_| Rate | Total Miles | Tax Miles |[Paid Gallon| Net Gallon | Tax Due(T) | Tax DueiS)[2
£00 0 128 0.00 34.69
3185

|Wwarning: Applet Wwindow
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PRINT REPORT (TAX RETURN)

There are multiple steps involved in printing your report (tax return). Although you will
“quit” and return to the Common Account Main Menu, you are not exiting the system and
will not need to logon again.

OUuIT & RETURN TO COMMON ACCOUNT

You will need to “quit” the Tax System and return to the Common Account system before
you can print your report/s.

[- [=]x]

Application  File Edit Commands Wiew Help

|| ) B 4 [ |@]n] B B — zf““"‘"|

Ol 0 0 Account Name: Desbie's Test Account
Post Return A + | Reporting Period: 3rd QTR 2005 Q Type: Original

Ho Op Return [ st | Details Done? [T

ax Inquiny Summary Detail
Credential Ing & 5 5
Enter "Fuel Type", “Total Miles", "Taxable Miles”, and "Paid Gallons" for each "State”.

wrdenCed Click on "Details Done™ and then the UPDATE button at top to complete the return.

Quit

FT_[ Rate [ Total Miles | Tax Miles |Paid Gallon| Net Gallon | Tax Due(T) | Tax DueiS)[2
L2778 500 125 0.C 34.69
_z500 Jili] ] 128 _0.00 31.28

‘Warning: Applet Window

1) Click on the Quit option in the left menu.
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NAVIGATE TO REPORT MENU

The screen below is the Main Menu for the Common Account system.

M 4CS COMMON ACCOUNT SYSTEM

AUGUST 27, 20( MONTANA - TEST COMMON ACCOUNT { Main Menu

ALEIITNIT
UTIHTIES

it

DISCOVERER!

FAYMENTS

start & calendar - Microsaft ... & Internet Explorel Microst 7G @ CARRIER_CHEAT_SH... %@ 1:16rM

1) Click on the Reports button.
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LOCATING YOUR REPORTS (TAX RETURN)

The Report Queue screen shows all of the reports (tax returns) you currently have available.

Your reports are listed in the “Number of TS Reports in Queue”.

I £CS - COMMON ACCOUNT SYSTEM FEX

Help
75 REPORT QUEUE

| REPORT QUEUE

Number of RS Reponts in Queue : 0 ___li_g__'l'g__ﬁg__ﬂt_agu_l_l_g_!

MNumber of TS Reports in Queue : 2 Go To IS Reports

P — r >
4 stant Calendar - Microsaft ... 70 6 Internet Explarer  +| EJ Microsoft Excel - 07G... | [ CARRIER_CHEAT SH... &8 1:18em

In this example there are 2 reports in the TS report queue.
1) Click on Go to TS Reports.
For this example, there are two (2) reports in the TS Reports queue.

Because reports are kept on the system for a few months, this number could
reflect reports from a prior quarter.
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SELECT YOUR REPORTS FOR PRINTING

This screen is the report queue. The most recent tax return will be the last (bottom)report.

M 4CS COMMON ACCOUNT SYSTEM
H
VISTA/TS REPORTS

| TS REPORT QUEUE

Account Tax Format

Number Type ID Description
057002 _I_F_j 151 IFTA Tax Return Report | [
057002 IF L.
T Print PDE I\ Del

Print PDE el
Print PDE Del
Print PIE Dell
Print PDF Dell] -
PrnEPDE Delf
Piint PDF \ el -
Print PDF el
Eiint PDE el
Print PIE Del
Print PDE el
BErint PDE el
Print PIE Del
Brint PDE Del
Print PDE Del f~

EXIT

e
14 stant [8 mbox Z 6 Interns r ... | O CARRIER_CHEAT_SH... &8 1:34pm

1) Click on the Print PDF button for the report you wish to print.
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PRINT YOUR REPORTS

After you’ve selected the report to print on the prior screen, a new screen will come up
showing your report in Adobe PDF format.

| http:/ftest.mvs-e-systems. com/dev60temp/s3d8.PDF - Microsoft Internet Explorer

File Edit GoTa Faworites Help ff
; . = ~ -
) (@] = 3 | - 2 ] ﬁ 3
(€] & \ﬂ @ n ) Search ¢ Favorites €3 =& = ] (3
Address!@ hitps/ftest.mvs-g-systems. comideveOtemp/s3ds. POF v| Go Links ** | @)Snaglt 21!
- Al saveacony (2 G‘_, § sevren |- ] I setect isi| _'@k' _:J o (%91% S T = B2
Montana Department$pf Transpeortation ’
@ ~
@ b
g
= Accounting ServXges Bureau
= PO Box 5E9
Helena, MT 59604-5855
FEEAFRA AT R AN RTINS AR N EA KT RN N XA KR4 RN 24 NOTTCE OF ELECTRONIC FILING TFTA TAYX BETURNA S &% %% dxedkhdd ¥ 2 d kA x Ak A AR T A AR XINE
é":’ IFTA/MI License: 0570 -
RCCOUNT FEIN
101 N 15T E Phone
PHX RZ 35003
Tax periecd : 15T QTR 2007 Postmark Date: 0%/11/07
Return type: ORIGINAL
_ Tax calculated
oy
Late interest
credit
3 received
£ Dus State:
z Refundable Taxes
5
£
B
Refund requested?
= R AR AN R TR AT AR AR T AR AR RN E AR RN RN AR A AT AR T AR AR AR R A A AR AR R T AR AT AT R AR AR AT A AN A NIRRT R TRR
5
E Please submit this signed form to the Montana Department of Transportaticn at the address above, as proof of tax
3 return filing. If taxes are due, please include your payment with this form. Payment must be post marked by the
due date of this return pericd. A written reguest along with a fuel listing are reguired when you reguest a refund.
| Carrier Signature: Date: b
p k i ™ LI u
= [l 4] oz b M@ © (A= #

Done Unknowin Zone

4 start Inbos 75 6 Internet Explorer - | O carriER CHEAT SH... | T Documentd " % =8 nosem

1) To print the report, click on the printer icon as shown above.

2) Change the number of copies to print to 2.
This will give you one for your records and one to submit with your payment.

HINT: If you do not see the printer icon, you can print the report as follows:

Click on File from the menu at the top
Click on Print in the list that appears
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